
 

 

 

 

 

   How to Add Pictures to your Page 

 by Editing the Page Image Web Part. 
 

 

 

To upload site images 

1. To go to the Page Image Settings, do the following:  

 On the Site Actions  menu, click Site Settings.  

 On the Site Actions menu, point to Site Settings, and then click View All Site 

Content. 

2. In the Document Libraries section click the Images and do the following: 

 In the Document Libraries section click the Images and do the 

following: 

 To create a new image folder to store your images, select the New 

drop down box and select New Folder.  

 To upload images saved on your computer, select the Upload drop 

down box and select Upload Document or Upload Multiple  

 Documents to upload more than one.  

 Select the images you would like to upload and click OK.  

Figure 1 
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3. Once you have uploaded the images do the following: 

 Name the image. (see Figure 3) 

 Give the image a Title 

 The default Scheduling Start Date is set for (Immediately) this setting means that the image will 

be viewable to all.  If you change the Scheduling Start Date to (On the following date) it will be 

viewable to all on the date and time you selected. 

 The default Scheduling End Date is set for (Never) this setting means it will always remain on 

the site. If you change the Scheduling End Date to (On the following date) it will be removed 

from the site on the date and time you selected. 

  Click Check In.  

4. Exit to the main page. 

  

Figure 3 
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To add images to the Page 

1. To go to the Page Image Settings, do the following:  

 On the Site Actions  menu, click Site Settings.  

 On the Site Actions menu, click Edit Page.   

  NOTE 

In Edit Mode, you can edit Web Parts by clicking the Web Part edit menu 

 

2. To select an image do the following: 

 Select Click to add a new picture on the Page Image Web Part. 

 Once the property box opens, click Browse. 

 Select an image you have in the Library. 

 Highlight the image click OK, and then click OK again in the Image Properties Box. 

To edit images on the Page 

1. Select Edit Picture on the Page Image Web Part. 

 Make your changes and click OK. 

If you would like to see how the image looks on your page, Click on Page, Save and Stop Editing.  When you 

are ready for others to see your changes, click on Page then “Check In”. 
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